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SELVAN.S
Email ID - mariaselvan992@gmail.com
Contact No: +974 -70442737
PURSUANCE
HR  Admin/Executive/Recruiter with over  7 years of experience in relevant field is on the lookout to confer my operative and professional expertise in a significant position for your company, and I entrust my consistent focus to outweigh the targets on me.
HR Process Agent at kone Elevators pvt ltd Chennai - India (January - 2017- January10th - 2019)
•    As a part of HR Services with proven expertise in hiring, and assisting the interview process having 2 years hand on experience.
•    Determining staffing needs/requirements;
•     Generate a pool of candidates via job portals;
•    Screening resumes followed by phone interviews;
•    In-person interviews and administering appropriate assessments;
•    Short listing and performing reference checks;
•    Interview coordination’s with the hiring manager;
•    Follow-up with the interview process and on-board formalities.
•    Prepare and submit all relevant HR Letters like offer letters, confirmation letters, extension letters, salary transfer letters, experienced certificates, salary certificates as per the requirements of the employees in consultation with the management.
•    Administering health and welfare plans, including enrollments, and medical policies.
•    Review and screen resumes and matching them to jobs for which they are well suited.
•    Extensive experience in workday HR Tool transactions like create the new positions, Hiring new candidates and generate employees ID’s, updating compensation details, personal data etc.
•    Assisting with day to day HR operations and updating employee records.
•    Communicate and explain the organization's structure, HR policies to the employees and keep the employee handbook up-to-date.
•    Answering payroll queries from the employees and resolve them with valuable solutions.
•    Preparing and sending reports like goal setting report, Headcount report, compensation report, and employee personal data reports to the HR Directors and HR Managers.
•    Supporting the Unit HR & TA team to transfer the existing employee to the new role. 
•    To assisting and supporting the recruitment team for creating and posting the job requisitions.  
•    Having more knowledge to initiate the employee promotion and exit process/ termination in the workday. 
•    Record employee information, such as salary increases, promotions, transfers, and resignations, in order to maintain and update payroll records
•    Issue and record adjustments to pay related to previous adjustment or retroactive increases.
•    Maintain the personal records of employees on matters such as wages, leave and training, and
prepare associated management reports.
•    Employee Accommodation and Transportation;
•    Customs documentation process.
•    Enacting Secretary: Preparations of Company letters, Memo, Quotations and circulations.

Office Administrator in Smart organization Bengalore –India 2017  ( June-2011 to September – 2013)
•    Co-ordinate and assisting with the senior managers to their instructions.
•    Expertise in Daily work reports.
•    Having experienced in filing office documents.
•    Having experienced inventory and cross check the items.
•    Having experienced in arranging the meeting for the company.
•    Expertise in recruiting new employees.
•    Screening the manpower and verify the documents and certificates.
•    Having experience in preparing monthly attendance sheet of the employees.
•    Having experience in sending MIS reports to senior managers.
•    Having experience in keeping data’s of the employee's details of the company.
•    Having experience in preparing monthly Salary statements.
•    Keeping a good relationship with clients.
•    Supervising and controlling the employees.
•    Handling Self-Correspondence with all Business Clients, Suppliers.
•    Having experience in payroll.
•    Having experienced in updating monthly sales reports into the system
•    Prepare delivery order give to the clients.
•    Having experienced in preparing company charts from top to bottom level.
•    Having knowledge of market analysts and overcome the competitors.
•    Adopt &Implement new ideas of the business.

Accountant Assistant in Ontario steel fabrication L.L.C Dubai – U.A.E (March -2014 - March 2016) 
•    Expertise in TALLY for the all the modules such as Accounts Payable, Accounts Receivable, Cash Management, General Ledger and Inventory Modules.
•    Experience in payroll.
•    Having knowledge of preparing monthly financials like Trial Balance, Profit & Loss a/c, Balance Sheet.
•    Expertise in monthly job analysis.
•    Expertise in preparing weekly Bank statements.
•    Having experienced in the preparation of Invoices, Delivery orders.
•    Maintain day today filing systems.
•    Having experienced in petty cash.
•    Knowledge in preparation of monthly Bank Reconciliation statement. 
•    Experienced in controlling Debtors & Creditors and preparation of debtors & Creditors Outstanding list and reporting to Management.
•    Knowledge of Preparing purchase orders.
•    Experienced in stock handling.
•    Preparing monthly wise sales report.
•    Vouching for the bank and cash transactions.
•    Recording entries & maintaining general ledgers in books of accounts.


        
Personal Qualities
·  Innovative thinker and excellent leadership qualities.
·  Excellent in influencing the people.
·  Efficient in communicating well in writing and verbal both.
· Able to motivate and negotiate with the people.
· Smart & fast execution.
· Winning with customers

Computer Knowledge
· Expert in basic use of the computer.
· Internet
· VLOOKUP
· Workday HR  Tool
· Tally –ERP-9.0
· Peach-Tree
· POS  
· Internet, Email, MS-Office

Achievements
· Won 'Quarter of the Best Employee' award in 2017.
· Employee of the month in February-2018.
· Employee of the month in May-2018.
· Participation in various cultural activities at school & college level.
· I was selected in Tiruppur Football club in district level tournaments. 

Academia
· High school 2005
ST. Joseph middle school, Tamilnadu-India 
· Higher secondary 2007
Pious X1th Higher secondary school, Tamilnadu- India 
· Bachelor of Commerce 2011
 DR CV Raman University, India.
· Pursuing MBA-HR & Finance at Annamalai University, Tamilnadu-India





PERSONAL DATA
Name                               : Selvan
Gender                            : Male
Age & date of birth       : 16-07-1988
Marriage status             : Married
Dependents                    : Wife & a Daughter 
Nationality                      : Indian
Religion                            : Christian
Visa  Status                      : Work Visa with NOC Transfer
Languages Known as     : English, Tamil, Malayalam, Hindi
Place of birth                  : Kanyakumari District, India 
Permanent address       : Door No – 11/44M, karunyapuram    
                                            poothurai, Kanyakumari district, Tamilnadu, pin code - 629176    

Thank you for considering my candidacy. I am confident that I can exceed your
Expectations and I look forward to hearing from you. 
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